DR

WASHINGTON STATE
Department of
Retirement Systems

ERA: How to pay by check

Once you complete your transmittal, take these steps to prepare a payment advice that you will mail to DRS with your
check.

1. Open the process, “Manage Payments”

In the Process menu, select “Processes”
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Select the “Start” button

Manage Payments

Select Start to beng a new Manage Payments Case.

The Manage Payments process provides access to view statements, create payment advices and to submit payments electronically.

2. Fill out the payment advice

Choose a “Scheduled Payment Date,” and select the date you will mail your check. The date must be at least two days in

the future.

Scheduled Payment Date: |h‘1 M/DDYYYY

Choose “Payment Method” then, “Check (Payment Advice Only)” from the dropdown list

Payment Method: I -
Electronic

Check (Payment Advice Only)
M
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Enter the “Check Number” and “Amount to be Paid” under each of these tabs: “Pending Receivables,” “Open
Receivables,” and “Manual Payments.”

Open Receivables Manual Payments Totals

Select the “Calculate Total” button to total all fields

| % Plan2

Check Number Invoice Number | Report Period | System/Plan Receivable Type Due Date Pending Payment Pending Balance Amount to be Paid
I 1234 12/2018 PERS Pian 2 Contribution Transmittal 01/15/2019 No $0.27 $0.27
o
Total Plan 2 Amount: £0.00
¥ Plan 3
Check Number Invoice Number | Repori Period = System/Plan Receivable Type Due Date Pending Payment Pending Balance Amount to be Paid
1234 10/2018 PERS Plan 3 Contribution Transmittal 11/15/2018 No $5.34 $5.34
I 1234 122018 PERS Plan 3 Contribution Transmittal 017152019 No $7.65 $7.69 I
3
Total Plan 3 Amount: $0.00
Remove $0.00 Amaounts
Pending Payment Pending Balance Amount to be Paid
No $0.27 $0.27
Total Plan 2 Amount: $0.27
Pending Payment Pending Balance Amount to be Paid
No $5.34 $5.34
Mo $7.65 $7.65
Total Plan 3 Amount: $12.99
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3. Review and print payment advice

Select the button “Review Payment Advice”

Release Cancel Save eview Payment Advice

From the Summary Screen, select the “Payment Advice” link

EPP_MPayAdvice_P123 pd

On the bottom left of your screen, select the PDF to view it
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The PDF includes 3 pages:
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e Payment Advice for Plans 1 and 2
e Payment Advice for Plan 3
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To print the payment advice, move your cursor to the top right of the page and a header will appear with a printer icon.
Select the printer icon.

EPP_MPayAdvice_P123 (9).pdf

@ Plans 1, 2 and 3 Payment Advice Jaomesione
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Select the “Print” button to print all 3 pages of the payment advice

Print

Total: 3 sheets of paper

Destination ™ DRSpraw3 onDRS1

Pages @ Al

@) eg.1-5,8,11-13
Copies 1
More settings A

Print using system dialog... (Ctrl+Shift+P) [

Close the printable payment advice by selecting the “X”

D EPP_MPayAdvice_P123 (10).pdf @; =+

ebbieC/Downloads/EPP_MPayAdvice P123%20(10).pdf

Y QABPMS [§ OA-PublicPortsl [ NewTab [ BPMS [J INTERNAL [j

At the bottom of the page, select the “Save Document and Close” button

Release Cancel Update @cument znd @

4. Send the completed payment advice forms with your check to:
Washington State Department of Retirement Systems
PO Box 9018

Olympia, WA 98507-9018
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